
CREATING A FULL REQUISITION 
(5/2003) 

A full requisition must be used if you wish to create a requisition with a line item 
that will have multiple accounting cost centers, multiple ship to addresses for the 

same line item, or if a line item unit of issue must be done by amount and not 
quantity.  Otherwise EZ Req may be utilized. 

 
1.  Logging On 

 

Enter Logon Info, 
and click “Logon”. 

 
2.  Creating a Requisition 

 

Click 
“Requisitions”.
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3. 

 

Click “Create 
Requisition”. 

 
4.  Selecting Requisition Type 

 

1.  Select 
“Requisition”. 

2.  Click 
“Submit”.
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5.  Selecting a Requisition Number 

 

1.  Scroll to the 
right of the screen.

2. Click on the 
drop down box. 

3. Select 
your Mask.

 
6. 

 

Click “Create” to 
get started. 
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7.  Main - General 

 
 
8.  Main – Additional Information 

 
 
 

DO NOT FILL IN 
“BUYER”. 

Enter Primary 
Product/Service code.  
ALWAYS type “PR”. 

1.  Click on 
“Additional Info” 

2.  Type in the “Invoice 
Approver/COR.”  This 
is the primary contact 
for this Requisition 
and/or the person who 
will be signing invoices. 

3.  If you are 
requisitioning a service 
that has a set start and 
ending date, complete 
the Performance Start 
and End Date fields, 
otherwise leave them 
blank. 
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9.  Main – Text.  A "Justification" should be added in the “Main:Text” section 
under "Footer Text" or “Header Text”, or as an Attachment under “Supporting 
Docs” (see page 15 for adding supporting documents). 

 

1. Click on 
Text. 
 

2. You can add a 
justification to 
the requisition in 
one of the text 
boxes, called 
“Header Text” or 
“Footer Text”. 

Users can use the Attachment/Supporting Document feature for including sole source 
justification, statements of work, etc.  
 
10. Main - Defaults 

 

2.  If you need to alter the Ship To address to 
elaborate on the delivery location then please refer 
to Appendix 1 at the end of this manual.  Otherwise
leave the default address as it is. 

, 

1.  Click on 
“Defaults”.

3.  Enter the # of Days 
After Award, a Delivery 
Date, or the Period of 
Performance.  ENTER 
ONLY ONE OF THE 
THREE. 
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11. 

 

1.  Scroll 
down the 
page.

2.  Note that the 
Treasury 
Symbol, Fiscal 
Year, Cost Code, 
and Object Class 
are blank.  The 
end user must 
provide this 
information. 

 
12. 

 

1.  Fill in the 
required fields. 

2.  Use the look-
up button if you 
do not know a 
value.
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13.  Items 

 
 
14.  Items - General 

 
 
 
 
 

3.  If you need to do a PR that is for a service and will 
not have an associated quantity then please refer to 
Appendix 2 of this manual.  In other words, the line 
item will merely have a lump dollar amount.  This is 
called a “by dollars” PR. 

2.  This is a drop-down box 
to allow line items to be 
established as dollar or 
quantity based.  

1.  Click on 
“Items” 

2.  Click on 
“Add”. 

1.  Fill in the Description, 
Qualifier, Unit of Issue, 
Quantity, and Unit Price 
Fields.
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15.  Items – Ship To 

 

1.  Click 
“Ship To”. 

2.  Click “Add” to 
add the shipping 
info.

 
16.  Items – Ship To, Accounting 

 2.  Click “Add” to add our 
accounting data.

 
 
 
 

line items

1.  Notice how the “Ship 
To” address, quantity, 
amount, and days after 
award pulled through 
from our defaults.  
Change this information 
as necessary on individual

. 
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17. 

 
 
18. 

 

1.  Note how the Treasury Symbol, 
Fiscal Year, Cost Code, and Object 
Class pulled through from our defaults 
menu.  HOWEVER, ANY PIECE 
OF THIS DATA CAN BE 
CHANGED ON AN INDIVIDUAL 
LINE ITEM AS NECESSARY. 

2.  Click “Submit” when 
the information is 
complete. 

Now choose “Submit” again. 
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19. 

 

1.  If multiple cost centers must be 
utilized to fund one line item or if it is 
necessary to add a second shipping 
location please refer to the manual 
titled, “Multiple Shipping Addresses”. 

2.  Click 
“Return”. 

 
20. 

 

To add a new line item, delete a line item, 
copy a line item, or renumber some or all 
of the line items use the blue buttons at the 
top. 
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21. 

 

1.  To edit a line item, you may 
click on the number itself or on the 
“Edit” button in blue at the top.

2.  Click 
“Vendors”.

 
22.  Suggested Vendors  

2.  When you
previously us
vendor from 

 
 
 
 

1.  Adding a suggested vendor is
not required.  Add a vendor as 
necessary, if you would like to 
recommend a vendor or vendors 
to the Buyer for use when 
soliciting quotes.
 

 are adding a vendor that is in the database of 
ed vendors, you may click “Add”.  To add a 
new, skip to print screen 25 of this manual. 
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23. 

 

Use the dropdown box to 
change the search criteria to 
“Name”. 

 
24. 

 

2.  Click 
“Display”.

1.  Type in the 
vendor’s name. 

3.  When the vendor names 
appear, choose the one you 
desire. 
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25. 

 

1.  The 
vendor info 
appears. 

2.  To add a vendor from new, 
click “Add Temporary”. 

 
26. 

 

All of the information is 
blank.  Fill it in as is 
done in print screen 27. 
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27. 

 

1.  Complete whatever fields you 
know and that you think would be 
useful to the Buyer.  Generally, this is 
the Company’s name, a contact name, 
address and phone.  If you know of a 
GSA Schedule# or Government-wide 
Contract# and the contact’s e-mail 
address, it is helpful if you include 
this in the Notes section at the 
bottom.  Don’t be concerned with 
such fields as TIN, DUNS, GAGE or 
TPIN.

2.  After filling out as much 
of  the information that you 
can provide, click “Submit”. 

 
28. 

 

1.  The vendor is 
assigned a temporary 
ID.

2.  Click “Supporting Docs” if you need to 
add an attachment.  THIS IS NOT 
REQUIRED, USE IT AS NECESSARY. 
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29.  Supporting Documents (Attachments) 

 

Click 
“Add”. 

 
30. 

 

1.  Leave 
“Attachment” 
selected. 

2.  Click 
“Submit”.
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31. 

 

2.   NEVER CHECK THIS 
BOX, JUST LIKE WILLY 
WONKA’S RED ELEVATOR 
BUTTON. 

3.  Click the look-
up button next to 
“File Name”. 

1.  The only required 
field is “Subject”.  So 
fill in a subject name. 

 
32. 

 

Click “Browse” to find the 
file on your network drive 
or your computer’s hard or 
disk drive. 
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33. 

 

Select the file and then 
choose “Open”, or you may 
double click the file name. 

 
34. 

 

Once the file path and 
name have filled in then 
choose “Submit”. 
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35. 

 

Choose “Submit” 
once more. 

 
36. 

 

1.  If you wish to view 
the attachment, click 
the hyperlink under the 
“File Name” heading.

2.  Click “Validations” and 
then DO NOT TOUCH 
ANYTHING ELSE.

 
 
 
 



 19

37.  Validating 

 

The system is nice enough to ask us to “Please 
wait” while it works hard to ensure that your 
document is error free and that funds are 
available.  REMEMBER!!!  DO NOT TOUCH 
ANYTHING ELSE WHILE “PLEASE 
WAIT…” IS DISPLAYED OR IT WILL STOP 
THE PROCESS. 

 
38. 

1.  Hopefully you will see this message, but if not, just 
follow the indications to correct the error. 

 

2.  A common error message is “Invalid Account Code 
Combination”, which is followed by the account code you 
used.  If you see this error…PANIC…just kidding, you 
merely need to click the “A/C check” button, which appears 
in gray at the bottom of the screen.  Refer to Appendix 3 if 
you need help with this particular error.  

 
3.  Once your document is error free, click 
“Route History”. 
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39.  Viewing a Printable Form 

 

To see your form and 
print it, click “View 
Form”.

 
40. 

 

Click “View Form” once more and 
please be patient it may take a little 
while to pull up the information.
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41. 

 

The form may 
launch in your 
current browser, or it 
may launch in a 
separate browser, 
depending on your 
Internet settings.  If 
it launched in your 
current browser then 
use the browser’s 
“Back” button to 
return to PRISM.  
Otherwise, just click 
the “X” at the top of 
the browser to close 
the new window 
when you are done. 

 
42. 

 

Click “Cancel” to 
return to the menu.
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43.  Routing 

 

Now choose “Route” to route the 
document to reviewers and 
approvers. 

 
44. 

 

1.  Leave New 
List selected. 

2.  Choose 
“Submit”. 
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45. 

 
46. 

 
 
 
 

1.  Choose “Add Approver” or “Add 
Reviewer” as necessary.  For this example, a 
reviewer will be added.  REMEMBER TO 
ADD JUST ONE PERSON TO THE 
ROUTE AT A TIME. 
 

2.  ALSO, REMEMBER YOU CAN ADD AS MANY 
REVIEWERS AS NECESSARY, BUT NEVER USE 
MORE THAN ONE APPROVER.  ONLY THE LAST 
PERSON TO SEE A PR IS THE APPROVER. 
 

Change the “Search” box 
to “Last Name”. 
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47. 

 

1.  Enter in the 
name of the 
person. 

3.  Select the user 
ID of the person. 

2.  Click 
“Display”. 

 
48. 

 

Choose “Send” and 
then DO NOT TOUCH 
ANYTHING.
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49. 

 
50. 

ill 

re, add 

1.  When you receive 
the option to add 
comments you w
know everything went 
alright.  Therefo
comments as necessary. 

 
 
 
 

The document is validating one more 
time, REMEMBER TO NOT 
TOUCH ANYTHING OR YOUR PR 
WILL NOT BE ROUTED.
 

 

ou did 
not. 

2.  Choose “Add 
Comments” if you typed 
some in the field, or 
choose “Skip 
Comments” if y
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51. 

 

1.  Click “Y” under “Comments” to 
view what was typed at the bottom 
of the screen.

1.  Under the “Route History” 
section of the Requisition, if it says 
“Sent” by the person’s name then it 
is in their in-box.  If it says, “Ready 
to Send” it did not go through 
properly.  If this occurs, try deleting 
their name, and sending it to them 
again.

2.  If you ever need to change the 
route then enter the PR and come 
to “Route History” and choose 
“Change Route”. 

 
52. 

 

Then you may delete 
a user or add a new 
one as you choose. 
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Appendix 1 (Editing Shipping Information) 
 

If the shipping address needs to be altered in anyway to increase the accuracy of the 
delivery process than follow the steps below: 
 
53.  Editing the Shipping Address 

  

2.  Click “Edit” 
and NOT the look-
up button. 1.  Note we are under 

“Main:Defaults”. 

 
THE SCREEN ABOVE IS THE DEFAULT MENU OF THE MAIN PAGE.  
HOWEVER, YOU CAN CHANGE THE SHIPPING INFORMATION FOR A 
SINGLE ITEM BY GOING WITHIN THAT ITEM UNDER THE “SHIP TO” 
TAB, WHICH WILL NOT BE DEPICTED HERE. 
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54. 

 

The entire address 
defaults in, as it has been 
setup in PRISM/Oracle. 

 
55. 

 
 
 
 

1.  You may change any of the 
information, with the exception of the 
“Code” field.  The street address and 
the contacts have been changed here.
 

2.  Choose 
“Submit”. 
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56. 

 

The code looks the same as 
before, but the changes made 
have been stored and will print 
properly on the form. 
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Appendix 2 (Dollar Based PR’s) 
 
57. Dollar based awards are useful when you do not know what the incremental payments 
will be, such as is the case with some monthly services. 

  

1.  Create the new line item that 
will be dollar based. 

2.  Use the drop-down box to 
select “By Dollars”. 

 
58. 

 

1.  The only 
required fields 
now are 
“Description” 
and “Amount”. 

2.  After you have input the 
description and the amount, 
click “Ship To”.
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59. 

 

Click “Add” to add the 
shipping information. 

 
60. 

1.  Note how the amount pulls through 
automatically.  The quantity field has disappeared 
since this PR is dollar based.

 
2.  Click “Add” to insert the accounting and then 
proceed the way you would on quantity based 
line items.  Refer back to print screen 16 at this 
point if you need guidance from this point. 
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Appendix 3 (Invalid Accounting Code 
Combination Error) 

 
61.  A/C Check 

 

1.  If you ever get an error like this you need to 
dynamically insert this new Accounting Code, 
which sounds hard, but is really very simple. 

2.  Click on “A/C Check. 

 
 
62.  Dynamic Insert 

 

1.  You may 
have to scroll 
to the right of 
your screen to 
see this text. 

 
2.Click on “Refresh” until you 
see the next screen appear. 
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63.  Successful Dynamic Insert 

 
 

1.  Note how the “Status” has 
changed from “NEW” to 
“SUCCESS”.  Sometimes, it 
may say “Valid” instead, 
which is fine. 

2.  Click “Done” to 
complete the dynamic 
insertion. 

If you receive a message that says “Failure” it will be followed by a reason for the 
failure.  Make the necessary changes to your accounting data, or call 304-480-7272 
and ask to speak to someone from SSB (Oracle) if you do not understand the 
message, or believe the message is incorrect. 
 
 
64.  No Errors 

 

You should receive “No 
Errors Found” at this point 
and you can now view the 
document and print it as you 
normally would. 

 

 


